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UNITED STATES GOVERNMENT ° LA
- Memorandum
T0  : Eescutive Officer, Office of Lagistics  DATE:

268 MAY 1964

PRoM : Chief, Procurement Division/OL

SUBJECT: Processing of Requisitions for Services and Repairs

1. Attached are several peapers dealing with the
problem of processing of service and research and
development type requisitions vhich have heretofore
besn routed to the Procurement Division through Supply.

2. Approximately two years ago, this Division
arranged by mutual agreement with the Sypply Divisiom
to have all research and development requisitions routed
directly to Procurement in the interest of saving time in
the processing of such requisitions. Now the Sywply
Division is proposing that service and certain other types
of lease and rental regquests should be routed 4irectly to
the Procurement Division rather than to Supply, since there
is no sctual processing or contribution which the Sypply
Division cen make to these types of requests.

3. The total of research and development and service
type requisitions will run intoc several thousand requisitions
annually which the Supply Division will no longer be required
%0 process nor to handle, Procurement Division cannot absorbd
any additional workload with present personnel, as we already
have existing shortages, particularly in the Syport & Control
Staff, as well as elsevhere.

b, At your suggestion, I proposed to the chief, ‘Swpply
Division thet they sransfer one (8- or G8-5 slot from Supply
Pivision to Procurement Division in view of the transfer of
workload, and he has declined to enter into such an agreement.
Accordingly, I therefore recommend that this matter be
referred to the i{ndividusls of the Operations Management
Review Staff/0L to investigate as this Division camnot coocur
with the transfer of vorklomd vithout transfer of at least

ons employee for that purpose.

L 25X1

A%ashmentes sa # 57
1. Memo to C/PD from C/®
“atd 27 Mar & (oL & 2206) e it
R. 5 Drafts b, 01'/’9 on sems wj' iﬁ(a)hﬂﬂd, fram autemaiic
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SUBJICT: Processing of Requisitions for Services and
Repairs _

Distribution:
Orig. & 1 - Addressee, v/ett
1 ~ Chief, (sn/a. :
1 - 0L/PD (Official
1 - Chief, BACS/PD/CL

25X1 oL/ (25 May 64)
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Chief, Procurement Diviaion
27 MAR 1964

Chief, Sugply Division

(25 coples in each case). o8 of thewe actions sve likewise
forwxeded to the &Mmmmmmm
al) copies al mnmmmmmmmmm

Beguisitioner sad Procuremset Divisicn.) Buply Division hes mo
reogrirenent for eny copies of these service regaisitions.

3. This division is presently staldying the requisitioning
Wmﬂm%ﬁiﬂam”ﬁtmm&,m
W'Mmewmﬂmmmmwm&
&Wmmmwmammmm
jresent reguisition, Form 38.
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SUBYECT: Frocessing Regquisitions for Services and Repsirs

that you give serigus conaldsrstion to the utilization of thise
form, which would be originated by the customer and should satlsfy
the requirements of the procuwrsment action, involcing, snd payment
by the Office of Finance.

Distrioution:
L e
1 - OI/SD Official
1~ g,{gmca
0L/ 8D (27 vareh 1964)
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w‘S'(JBJEC‘IT Processing of Service/RsD Type Requisition

Fraufegom oo
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-i; A number, from the series’ of uuibzri 1,999, prefixed

AN AR

R B

_bi:the'fincnl year and separated by a daah{(eza-ple: 65-1000)

RN

shall be applied to each requisition upon receipt, and one copy‘

R D

returned to the respective requisitioning component. This

abpi

-

number shall become the procurement document number for all

o T

unnumbered orders or contracts, and shall be incorporated as

ERE TR

part of the number for all numbered contracts, in accordance

S b

~with the current established procedures.

b. The numbers 1 through 499 are reserved and will be .
‘used exclusively for annual repetitive type services which mé

are divided into the following basic groups.

(1) NKumbers 1 through 99 - Lease or Rental Services.

@’ Nusbers 100 through 199 - Repair Services.

(3) Numbers 200 through 299 - Maintenance Services.

(4) Numbers 300 through 493 - Miscellaneous Services.
’vThc General Procurement Section shall be responsible for the
'?.conttol and processing of all requtaitionl falling in the

w;, .

j[_l_gh:ou;h 499 catagoricl.

c. The conttol and. proecaoin; ﬁ'ﬁtll others shall be i

sooRS s s s B e s et e i
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MANDUH POR: Logistics Administrative Officers
l’lﬂ‘l' o e Director of Logistics v )
f""smm: ; change in Procedures for Processing Certain
e Service Type Requisitions . :
y 1. The purpose of this wemorandum 1s to advise you of certéin ' ~
' 5
i changes in the procedures relating to processing of service type ve- ' al
quisitions. The change in procedure is being undertaken to reduce “
i paper work as well as processing time, with the end results being o
§ v “beneficial to all concerned. ‘ ’ ;

2. Effective 1 July 1964, requisitions requiring procurément

Ntk

action for any of the types of services indicated below, wherein
the cost thereof is not applicable to the bulk stock allotment

_account, and there is no property accountability imvolved, will be

“forwarded direct to the Procurement Division, Room 1608 Quarters

i
X
£
-

Eye ‘Building, for processing and neccnu;y action.

. a. Lease or rental of personal property,
; i b. M‘inﬁemnce or repair of pe;:'lonll property,
[fi: . ¢. Miscellaneous services (laundry, news ticker), .

d. ’lle:urch and development work (base or study type . ;
Coutracts),
A toutoruu 1n requesting the above t:ype services ts _

¥ i ST ¥, -1{"%! i
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Change in Procedures for Proce

ssing Certain Service Type
Requisftions ST ¥

memorandum request, will assign a control number and return

one copy to the respective thuisitiouins activity.

JAMES A. GCARRISONW

BT o s w

&
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'£0r procesiing nbd ;ayment of certaln typelaw

repair services {n question are termed “Individual Repairs" and de-

k.

-d«Fér' Iielease"z‘ﬁ%’ZIOHTO'*fi" '

et

pair lérvices.

R

The

000200125 -
‘ s __,‘4( e e 44 et e

{ined

as repairs to

annual contract

tasis.

2. The current procedure tor such repalirs is as follows:

government-owned personal property net on an

Ihe respective compunent <1

tion, Form 88, which is

and then to Procurement

the request is made via

= Qﬁitition.

affice Initiates the reqguist-

precessed through the Supply Division

Divisten {or action,

In manv irstances

telephone, tollowed by a confirming re-

A form 1458, Order-Invoice-Youcher, is i{ssued by the

1?focuranent Division, either before the repairs are effected or,

a8 in most cases, on a confirming basis.

3, In an effort to reduce paper wofk, effective | Julv

;tbtthe Procurement Division.

1964

~the Supply Division will discontinue processing requisitions, form

,'BQ,’fot such repair services, and such requsitions will be sent direct

To further reduce paper work, It is our

destre-to eliminate, where ever tegsible, the issuance of forw 1458,

  4;
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in diuu tbereof to annotate the invoice from the respective Cbnp\ntnt
fwith a,raquestlorder number, allotment chargeable, signed bv sn approv-
‘ 1n3uofti“1al and forwared to your office for payment.V'

IE you concur in this procedure, 1mmediate steps to establish

GROUP 1
Excluded from automatic
govmgrading and

udmamme,

g,
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